

The Salvation Army Shelter Handbook 

WELCOME TO OUR SHELTER PROGRAM 


i he board and I would like to extend a hand of welcome to you as you engage on yet another direction in your life. 
Vv e are trusting that your stay in our shelter will De a positive one and that we will be able to provide you with the 
assistance you will need to become self-sufficient and to secure permanent housing. Our desire is to assist you in 
reaching these goals. Our-homeless shelters house people from all different walks of life, including ail ages, races, 
religions, lifestyles and income levels. We respect the differences of everyone who lives and works in our shelters. 

Our mission is to provide opportunities for homeless families, single women, and single men to achieve goals that 
empower them to become self-sufficient, self-confident, and able to secure permanent housing. 

Thank you for choosing to stay with us. 


Duana Bremer 
Shelter Director 
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Orientation 

The first phase of orientation is an intake procedure between you and th 

and your family will betaken at that toe. In addition, all policies and pr^“^fl Bask 

u/» 11 rprftivp a hannhnnk nr fhftSft m Ipc of f-V» af ti'-ma. r ul ' ;; 5 v/iH 


The second phase of orientation will involve an assessment and goal-setting se- 


iion with your Case Mara^er. 


Program Structure 

We want you to have a dear understanding of how our program is structured. 

Tze shelter director has the responsibility for the overall operation of the program and she provides direct sno-^ion 
to our staff that assists with various aspects of the program. We provide direct case management to residents Lu f- ev 
oversee involvement m support groups and other educational activities. 


SUM , M R LIVING 


Guidelines 

Living in ft community involves respecting yourself and others These community liv ; 

maintain positive relationships with one another. i£ are to help you 


1 period In their lives. 


1. ') re At others as you would like to be treated, including children, 

2. People have different belicfi and values. Be respectful of those difference!. 

3. Understand that ail resident! of our homeless shelter units arc going through a very strev.fu) 

Therefore, it is ropoitint that we be tolerant of etch other. 

4. Be aware that everyone slaying in our shelter units baa aright and a need for their confidentiality to be min-r * 
Avoid gossiping about each other, as it creates hard feelir r* and negative consequences. Do not give 

other shelter residents that are residing in our units. 

5. Remember to take responsibility for your actions, as this is the first step to living honestly. 


Care of Children 

it in important that everyone living and working to our program understands how children should be cared for The 
adults to the program are not the only ones subject to the stress of not being to a place of their own. Children fee) the 

effects, too. 


It is the philosophy of our shelter system to provide children with a safe and supportive environment where they can 
develop and reach their fullest potential. It takes everyone to make this happen. We will need to work together to 
model appropriate behavior that does not condemn or punish. 

Make syre you ask for help if you are experiencing difficulty in caring for your children, Don’t wait until you feci 
like you arc going to explode before seeking help. 

You are responsible for your children, Leaving your children unattended or allowing them to damage propc: ty (which 
includes the building, parking lot, etc) will result in a warning and possible discharge &om the shelter program. 

All staff who witness inappropriate behavior toward your children are required to intervene and provide you with 
guidance. Also, incidents will require a meeting with your Case Manager to help you develop a positive plan to 
address the problem. Please understand that our staff cannot be responsible for the care of your children if you leave 

them unattended. 

fne following actions are just a few of those considered to be reportable acts of abuse and/or neglect. 
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° Leaving your children alone 


Educational neglect (not enrolling your child, • 

Physical abuse (hitting, slapping, kickm« D inrh£ SCt ° 01 tod/or failing to send tv . 

Neglecting to bath, feed, or care for , 2, , push “g> shaking, tXc ) m to * chod * wMxwt a esuw 


* Neglecting to bath, feed, or career **** «' 

° Emotional abuse (threatening, consistently putiil ' U/ “*«* 

arc not m their control, cursing your children, et* ' Udxen down, bl 


blaming you, children fo- situation. that 


o Medical neglect (consistently not taking your children to th» do , 

prescribed by doctor, etc.) " ° rWheQ ill, not ^ving medication as 

House Responsibilities 

You and your children deserve to live in a safe and sanitary environment so w , 

facility is well maintained. 11 mai£e eYe *y effort to set that the 

You are responsible for keeping the shelter clean and neat. Chores will be assienedt, * m 

weekly basis. After you do your chores please have a staff member sign off on that' 

Laundry 

Tbs laundry facilities have to be shared by .everyone, so once you start your laundry you must be there to move the 
clothes from the washer to the diyer and then to your room. It is not acceptable to throw a load of laundry in before 
you leave for work. Another resident may want to use the washer and dryer while you are gone. 

Telephones 


elephones 

j^here is a telephone available for all residents to use. The telephone is for local calls only. If you need to cab outside 
rhe area please ask .staff to use one of there phones. 


Visitors ; 

fellowship and visitation from f unity and friends. Visitors must "be registered and inyoui 
e-b^lfpr whp.n no staff members are present. 


We understand the need for reuo wsmp anu vuu w-uu* » u uxu. j -/ ouu. y iou.^ 

cast Sit. Visitors are not allowed at the shelter when no staff members are present, 


Resident Rights and Responsibilities: 


Resident Rights and Responsibilities: 

Each resident of the Shelters is assured his/her rights as follows: 

1. To have a safe and clean shelter. * _ 

2 . To b e provided nourishing-food, as neede d. ~ ~ - 

3. To receive prompt assessment, case management anu services. 

4. To be provided shelter and services in the least restrictive yet safe environment. 

5. To have records kept confidential 

6. To receive humane care and treatment 

7. To be free from verbal and physical abuse. 

8. To be treated with dignity and respect as a human being. 

9. To receive services without discrimination. 

10. To make your own decisions regarding your goals with the assistance of the administrative director. 

11. To have available a grievance procedure to use if you feel that you have been treated unfairly or that your rights 
have been violated. 

12. To expect an on-going evaluation of progress. 

13. To be referred for medical’treatment in the case of illness 

14. To have the same legal rights and responsibilities as any other citizen, unless otherwise stated by law. 

15. To have an examination by a private doctor at.the res.l Lent’$ expense. 

Confidentiality 

The confidentiality of residents of The Salvation Army Shelters is protected hy Federal lav/ and regulations, and this 
program. The program may not verify participation in the program or disclqse any infoimation identifying a resident 







as homeless or a recipient of shelter and/or services UNLESS : 
o The resident consents in writing or, 

« The disclosure is allowed and/or mandated by a co ni: order or, 

« The resident commits or threatens to commit a crime ;;ither at the program or against any person who works for 
the program, other residents, or identified person 


Grievance Procedure/Grievance Form 

All residents of our program have the right to file a grievance if they are not satisfied with any actions, staff decisions, 
or feel they have experienced discrimination or abuse. 

We would hope that problems would be resolved by talking to the person involved. If that is not possible or has not 
worked , please refer to the Grievance Procedure Fonn that was filled out and given to you at the time of intake, f our 
grievance will be responded to as soon as all pertinent data has been collected. All grievances will be handled with 
strict confidentiality. 


PROGRAM REQUIREMENTS 

Following is a list of program requirements you must meet while you arc 

p “'■'ipatmg m our pro gram. 

Goals and Objectives 

Once pour Case Manager has completed your assessment, you will set goals and obiectiv 
i i.coiDpllsh in order to achieve self-sufficiency and permanent housing. You and your Case l”.^ yo ? wil1 to 

progr cs toW'ifd your established goals on a weeldy basis. If at any time you are not foflowh^th ^ !? V1CW * 0ur 

set forth, your stay may need be renegotiated or terminated. At the end of your first fifteen f 15 ) da ^ ^ 

Case Manager will meet aid discuss whether or notyou are responsibly working toward meeting y our^ i? d J° UT 
are being accountable and responsible with your time in our program, your stay can be extended J * ^ 

Required Participation/Notice of Missed Appointments 

While you arc a resident in our shelter system, you will be required to follow your Plan for Self-Sufficiency and case 
management goals. This includes employment search for full-time jobs, housing searches, appointments with county 
personnel It may also mean participation in classes at the Grace Place and other locations. 

You are also required to meet with your case manager at least once per week to review yo.UT goals and accountability 
records. If you are not actively participating in the classes and services provided by this program, we will assume that 
you are not interested in continuing within the guidelines of our program and reassessment with your Case Manager 
will be necessary to continue your stay. 

Emergency Transportation 

In the event of a life-threatening emergency, call 911. The Salvation Army will not be responsible for charges accrued 
by this service. The resident will be solely responsible for ambulance fees. 

Financial Assistance 

Your Case Manager will offer referrals to other agencies and resources when you axe in need of financial assistance. 
The Salvation Army will provide assistance when appropriate and funding is available. This may include gas cards, 
prescription funding, co-pays, etc. The Salvation Army will not provide funding for narcotics, even if they are 
prescribed by a doctor. 

Vocational Requirements 

It is expected that program residents will be involved in obtaining a GED, if applicable, and/or pursue training from 
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other community resources. Having a disability or having Hied for dkacmtv does cot excess 3 
educational and/or vocational goals. Adult residents will be required to look for and obtain employ 
shelter. Residents are required to turn in employment search forms. 

Psychological Services 

Assessment arm counseling services are available f-r 701 ycur children through . s'erral to cutside agencies. ii 
y ou are currently connected to ether therapeutic cccnsenn : : sendees, please h urns the mam at me hme 0: intake. 



OutsideServices Requirements 

Residents who are enrolled in educational courses, outpatient services, and ether programs wiE he mked to provide 
information to their Case Mana ger. Presidents will he asked to sign information releases maowdli allow me appropriate 
staff to contact the agency or program to obtain information specific to the requirements time service ann nates and 

times the residents attends. * 

« 

All outside sendees the resident is involved with will be incorporated into their case tmm 


Substance Abuse 

If you have a substance abuse history, you are required to discuss tms with me anmrmsramve cmec.t 
Manager may require you to become involved with outside treatment services, outpatient, ann i 2 step 



PROGRAM SERVICES 
Social Work/Case Management 

Your Case Manager will work closely with you regarding your goals and will assist you in learning how t0 t&s. the 
steps accessary to achieve them. You are required to meet wife Case Manager weekly to share infomu h - rsvte* 
your goals, and to seek help with .issues and/or problems. Your Case Manager will provide you 
encouragement, and guidance 2s you work toward self-sufficiency. 

Health Care 

It is a requirement of our shelter program feat resident! apply for meet wife their County Economic Support "Yorker at 
Human Sendees within the first week of residency. Residents who do not have Medical Assistance will need to apply 
with your case worker. Check with your Case Manager for physicians and dentists feat accept MA foi treatment 

POLICIES AND PROCEDURES 

On fee following pages you will find a list of policies 2nd procedures of The Salvation Army Homeless Shelters. 

Consequences for Rule and Policy Violations 

You will receive ’written warnings for violation of program rules and policies. AH incidents of violations will ho 
recorded in your file. A copy will be given to you. Violations could result in discharge from me program 

Program Rules (also see the Rules Sheet you signed at Intake) 

As 2 resident in this program, the following rules will be expected of you and your family. 

1 .. Unacceptable Items. Possessions of pornography, illegal drugs, drug paraphernalia, 0: weapons are not 
permitted on property. 

2 . Unacceptable Behavior: Stealing, lying, profanity, abusive language, physical abuse, the meat of violence 1: 
any illegal activity is not tolerated. 

3. Alcohol acd DrugThe abuse of bgal drags, faruss of alcohol, and illegal drags are unacceptable. Reside 
are aubjeetto random breathalyzer tests for alcohol and/or a drug screening test for a mood altering rucstanct 


n; h 










Suta^Abw pXmtSt'' ** Wi " b ' *“ *> le » ,e ' *» MW"* «required to lip the 

'• l pCi" ClO US 1 hft S taffv' I f Tl rt | 

your possessions. If you jut hHirw'' dUC <v ^ Sbc ( ters have die ri & ht to physically inspect any of 
or a weapon, you will he asked tef leuve C ° U d beconslde ' ed contTaband such M alcohol, illegal drugs 

-V Pets: Only pets that are certified to assist the disabled are allowed on our property. 


1 ' Smoking. poking is permitted at the outside rear of the shelter. Smoking is not allowed in the budding. Please 
put all cigarette butts in proper containers. 

Curfew: For adults, unless there is a verifiable work commitment, the curfew is at 10 p.m. Sunday through 
Thursday and 11 p.m. on Friday and Saturday nights for adults, For children, curfew is 1 0 p.m, every night. For 
parents of children, since you must be supervising your children, your curfew is 10 p.m. every night. 

S. Visiting: Visitors are allowed if registered in your resident file and staff is present at the shelter. L knit; your 
visitors to the 1* floor or back yard only. Time of the visits should be reasonable hours and limited to a couple 

hour time period 

9. Property’ Damage; Willful damage to any property' or vandalism is grounds for immediate eviction and possible 

prosecution. 

10 Personal Possessions: Take care of your personal possessions. Lock your room every time you leu.r 

v io :ab!u> the lock box provided for you during intake. If items are left behind when you leave cy v : : 

held far 7 calendar days. The Salvation Army Shelters are not responsible for lost, damaged or stolen rv; 

id 1 fifimtfig ****** 

r-oult in a written warning. Three warnings and you will be asked to leave. 


Room Inspectf on/Concealed Items Policy- 

Keep ing your room clean is a requirement of our program. If you need help on v 

manner, consult with your Case Manager. Your room will be checked every Sunda* ^ C ° mplst6 tasks In a time! 
random and/or selective inspections of your room and vehicle. a ^' Staff res erves the rightto do 

You will be given an opportunity to correct identified problems immediately after the first' 

corrections, please let the staff know so they can re-check your room. ~ S mspec hon. After making 

Cleaning supplies are available for your use. Please-ask a staff person if they are- not readily a q v 
reminded-that you are required to always clean, up after yourself and your children. * ^ ^ ease 

•When and if a staff person suspects a client is concealing alcohol or drugs, it is appropriate and e y & ~ t *d 
will inform you of their suspicions and you will be asked to immediately cooperate with them whilethV cb ^k 
bags, purses, clothing, room, etc. Failure to cooperate will result in an immediate discharge from pro zzzm y0Ur 

Medication Policy 

AH medication must be documented on your intake form and updated, as needed, if your doctor gives you additional 
prescriptions while staying at the shelter. There is to be no other medication in your unit or on the property of 
The Salvation Army Homeless Shelters. Any prescribed medication the resident brings into the pxogr?m will be 
verified with the physician, AH medications eie in-be kepi m the staff office and can be obtained daily by asking a 
staff member. No medications, including over counter medications are not to be kept in resident's rooms. Violation 
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Substance Abuse Poiicy 

2? ‘ dms 1 * e 'T“ au residents are subjtct c ° rand ° m *** 

X rr nnA , cc ’ ~ 1 De -estedwiL.es:*.m your immediate exit By accepting housing from lb- Salvation 
to slb^lbmt 3 y ° U " agre£illgt0 ^ bideb ^e terms ofthis drug free policy and applicable laws relating 


• Use, possession of drugs or drug paraphernalia, selling, manufacturing or dispensing of any controlled 
substance or illegal drug, or the use of alcoholic beverages by you or your family is strictly prohibited. 

• Drug testing will be conducted periodically and randomly to assure general compliance with this policy. 
You may also be asked to submit to a urine analysis any time use of an illegal substance is suspected. 
Tampering with the testing will not be tolerated. 

i 

Residents who refuse to undergo urine analysis when requested will be considered to have a positive drug testing for 
drags and the incident will be treated as a relapse. Refusal to undergo urine analysis will resuit in discharge Som 
program. If you are asked to undergo urine analysis and you indicate you cannot produce a sample, you w hi be asked 
to remain in the presence of staff to drink fluids until you are able to produce a urine sample. You will be given 30 
minutes to comply. If you refuse you will be considered as having a positive reading for drugs and will be exited 

mom the program. 


Winptin* 9 Environment , 

IV Kh|y*lkm Ainiy IfomileM Shiites arc weapon Ucc facilities (including knives, guns* sprays, or any *-tm 

|i f*»‘M for ImiM p. uwrlw p«fso«) 

Overallht P*#* Policy §nd Hequ«it m n f 

Your ■ HOdruti may have overnight « » '«* strengthening their import ^sterns as a n- 
•i, (It. irbtfd y*|. n .i and <w « part nf your family ewe plan. Children may have overnights during the week when 

tVi«s is nti iin«»| in hf hriltm or tm w<-rVnd** 

Nun ws Ovnrnlflht Guent^ * *»• * T n Drf ur to encouracc family 

III .'it.l' .. A,my ... . ••tl.H.e,, reco^ft -he 

, Bimtn... . m »-.Mmt*. children ot r-,hn>s who me ' in the aheltrr. 

«lfh ml... r*«ilv I.irmheis will hr allowed tobav*overnight ataye with thalr parent reaming 


• lol lowing proe»Juie will govern the utilization of this policy. 


. . Imivc their children coroe for overnight visit at least one full 

" J T ! iWtt?»r.tvTZtr^ a ft* room to m 

Salvation Army Ilomctess Shelters require each person to have their own 
• Is die patent capable of managing their children’s behavior 
. The child is a minor under the age of eighteen. , 

. it the children ate in the Division of Family Services custody »DFSrewt^mg*ev»tt. 

. All overnight children (who we considered as guests) must be listed on the Intake bora 

Iipl'iivmu evn t.offl Die Salvation Army Homely Shelters you sre required to do tht following; 

» 01«f.p your room 

• Turn in *11 Keys « 
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Vehicle Registration 

If you currently own a vehicle or purchase one during your stay at The Salvation Army Homeless Shelters, you are 
required to register the vehicle with the shelter within twenty-four (24) hours of placement or acquisition? 

All vehicles housed at the homeless shelter parking lot shall be properly licensed and registered Vehicles that are not 
drivable or leaking hazardous materials will need to be repaired before they axe allowed to park on the lot. 

If you need to register a vehicle, please inform staff upon entry. 

Warrant/Arrest Policy 

I ; : i.j the policy of The Salvation Army Homeless Shelters that residents be free from any warrants for arrest upon 
admission. If a warrant for your arrest is issued while you are participating in the program, you will need to make 
appropriate arrangements with an attorney or the court immediately. 

Children Suspended From School/Rjding School Bus 

To assure that children are taught the importance of school attendance and educational opportunities, they are required 
to attend school while in the shelter. If suspended from riding the bus, it is the parent’s responsibility to get the 
children and/or adolescent to school. Children should also be taught to attend school safely and the importance of 
following safety guidelines when en route to and from school Any child suspended from school while m our she;:-.: 
program must attend the in-schooL suspension-program provided by the school district ‘ Minors may not be left 
unattended at the shelter. 

Monetary and Gift Exchange Policy 

There are to be no monetary or gift exchange between residents and staff, this includes services rendered. This is to 
protect all parties involved and to promote healthy, professional employee/resident relationships. 

Employees and residents of our program' will not fraternize with one another on or off the premises in any fashion 
other than professional. This includes going out together for entertainment purposes unless it is a group activity 
arranged for the entire shelter. 

Emergency Procedures Fire 

When a fire alarm sounds, you will need to: 

• Pvemain calm. 

• Stop what you are doing and gather your children together (if applicable). 

• Exit out the first available door (or window if cannot use door) and meet in at the designated area assigned by 
the director. 

• Call 911 from a cell phone or a neighbor’s house. Do not call from the shelter itself. 
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Tornado weather conditions exist which could produce severe thunderstorms and tornadoes. 

A tornado watcb indicates a . ^ ,. onia( i„ , vv vr, indicates the pies*-.- -■ -.e of severe weather 'con.dit'ons 

Tornado watch* generally last 4 to 6 ". f , ho , r / 
which usually produce tornadoes and generally last 
In the event of a tornado warning. 

* me f Uf rrSWith you. 

' no nouo back into your room until the ALL CLEAR has been sounded. 

’ ~ ; : ■„ „ nt n.rmitted to leave the area until an assessment of damages has been made. Tne facility 

° d t'oVnds Init checked for damaged power lines, broken water lines, gas leaks, debris, and other 
ZZl and arrangements will be made to notify the appropriate agencies. _ 


^eS^^y^Sl^Sh^rs, withthe help of staffed residents, make a concerted effort to provide a safe 
environment which is conducive to health and safety for everyone. 


Procedures: 

1 General Preventive Measures . ' , . , 

‘ AH residents are assessed for infectious disease and ongoing medical conditions during the pre-screening and 
intkie process. If a client's medical evaluation indicates a need for follow-up, the client willbe referred to then 

personal physician. 


2. HIV Preventive Measures 

. In the case of an HIV-positive or AIDS-chailengsd resident, as with any other resident, universal precautions 
' app ly. Should any staff or resident come into unprotected contact with body fluids of a person who is known to 
have tested HIV positive, an incident report will be completed by the Snelter Director. 


3 Head Lice 

Rep or - all cases or suspected cases of head lice to your Case Manager. Measures will be taken to assist .you and 
to prevent spread-of these or anyothercontajgiousIlTseiax>.s. 

If you have aay questions regarding anything in this handbook:, please talk to your Case Manager. W e hope your stay 
with us is a productive one. 





The Salvation Army's Grievance Procedure 


ordi«sati,f« rt - * ".i ?t> >vance when frere is a disagreeing 

clicibilitv f i0n S£ ™ cc delivery from our agency. You may rppeal a denial 

,Jp ■ ‘ . l0r an cessment, case plan, or funded services; as well as reduction or 

termination of services. 


>_t 

or 


~ appeal process is initiate by filling a written letter regarding the grievance to The 

jaivation Anny, 200 Polk County Plaza Balsam Lake, WI54810 within 30 days of the 
decision. 


if you have any questions concerning your rights or need help with the grievance process, 
please contact tne Executive Director, Duana Bremer at (715) 485-1221. 
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C JlZVffe'LO cLti GrPcTChP- p 1 ^( 30 ; 

Adults 

Sunday — Thursday 

Iii the house at 10 i’QQ PM (The doors wall be Locked) 

The only exceptions are... 

rf you are working and have verification from your employer or if you are attending classes for GED, narentine 
:udgeting. AA or NA meetings :cadon from instructor or sponsor. s 

Friday and Saturday 

In the house at 11cQQ PM (The doors wall be Locked) 

A.U residents must be awake in the maiming by 71 a a AM Monday—Friday 
foe jab search, apartment search, or meeting with support agencies. 



Children, o - la 

Children under 12 must be in their room by 8:30 PM every night. 

Teens 13-17 

Teens must be in their rooms by 9:00 PM every 7 night. 

Adults 

Adults must be in their rooms by 12:00 AM every night. 
Residents may smoke in the back yard until midnight. 
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B^313s 1 1 Grji(i to 8 am 

Lunch: 11am to 1pm 
Dinner: Spm to 7pm 

No going into the kitchen outside the posted hours so 

plan accordingly. 


Medication Hours 
Morning: 7am to 9am 
Afternoon: 1pm to 2pm 
Night: 8pm to 10pm 
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Resident meeting 2/20/20 

No Food or beverages are allowed in rooms. If staff finds it will be disposed 
of. 

Please remember kitchen hours: 7-9; 11-1; 5-7. If kitchen is open at other 
times that does not mean it's ok to go in...it just means a staff member 
forgot to lock it. Please help by observing this!! 

For those who have been here for a while please find jobs/housing ASAP. 

Exit dates are in the process of being written and handed out. If you are 
looking for housing, we cannot help you if you aren't working. So in order 
for us to help you need to be working. Case managers aren't here to find 
housing and jobs for you, their job is to give you the resources on where to 
look or who to call. So please, if you are in need of these things please be 
up by 8:00am working on it with your case manager or the day will come 
when you are asked to leave and you will be right back where you started 
when you arrived here. 

Room dividers are not permitted. Putting blankets, curtains or anything else 
to divide your room is strictly forbidden. 

If you are using drugs or alcohol or anything illegal, please leave right away. 
AA meetings are every Thursday. If it's a condition of you being here, or you 

just want to attend, then please do so. 

Programs like SHINE, nutrition classes (every Wednesday at 11:30), or any 
other program are mandatory for residents to participate in. The volunteers 
who coordinate these work very hard at them so please show respect y 
attending. No smoking while nutrition class is going on, it's very distracting 
and uncomfortable for the volunteer. Please refrain from going -n kitchen 
and eating while this is going on. Lunch will start at noon, when te 
nutrition class is over. If you aren't sure of what's going on check with your 

“hTshelwTas been looking really nice of late, thanks for doing chores! 

Evening meals are mandatory when a group brings one in. 

Please don't leave pop bottles, cigarette rolling staff etc on tables .n dmmg 
room When you leave take your things with or put them away, 
fraternization is no, allowed nor tolerated. We will exit on the spot I - 
happens.. .and we will find out. 




Resident meeting 3/6/2020 

-Please don't leave things on the large table in dining room. Jacky about had an aneurysm when 
she brought the kids in for bingo and everyone got upset because she wanted this place to look 
nice. DON'T GET MAD AT STAFF BECAUSE WE ARE TRYING TO MAKE THE PLACE LOOK NICE! 
When you leave take whatever you brought or it will end up in the drain or garbage. 

-Reminder to put the chairs back on the floor after mopping...unless you mop with the chairs or, 
the floor. 

-Sometimes there are meetings in the learning center so if there are please check with 
someone before entering to use the computer lab. The meetings never last more than an hour, 
so you might have to find something else to do until it's available. 

-Please only take meat/pouitry/pork out if you plan to use it. The refrigerator in the dry storage 
walk-in had some very old meat in it and it stunk to high hell. 

-Bingo was a huge success so thanks to all who participated. I hear it was lots o'funl! Something 
we should do more of? If anyone wants to organize, hint hint... 

-Please keep rooms tidy, make beds, pickup clothes off of the floor 

-No food or beverages in rooms, except water. 

-No smoking in the front of the building. 

-Lots of cigarette butts are appearing with the snow melt, so please feel free to stop at the desk 
and get a bag and gloves and have at er... 

-We are getting low on towels so please wash the ones you were given before asking for 
another. Also TP is getting low so please use 2-3 squares per wipe! 
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RESPECT 

l/ we will KESPECT everyone and their privacy, this includes 'staff; other residents, volunteers, and children Please 
do not take pictures,, videos, or voice recordings of other residents without their permission and do not discuss 
other residents inside or outside of the shelter. Disrespectful behavior will not be tolerated! Please remember, 
although this is temporary, this is vour home for now; please respect it and all who reside in it. 

CHILDREN 

If there is a problem with one of the children, go to the parent first to try to resolve the problem. Never discipline 
someone else's child, l/we will keep my children with me and under close supervision at si! times. Children are 
allowed to play in the fenced in back yard and must be supervised by parents at all times. Parents may take 
children for a walk in the community. If using a bike l/we must wear a bike helmet. Fellow residents are not 
allowed to watch my children for me and I will not ask them to. 

Bedtimes for adults is 12am, children under 12 is 8:30pm and teens is 9pm. TV will be turned off from 12am to 
6am. NO TVs in rooms. Exceptions can be made for workers._ 

ALCOHOL/ILLEGAL DRUGS AND ILLEGAL ACTIVITY. 

l/we will not consume or bring into Grace Place ANY alcohol or illegal drugs, l/we understand that if suspected c~ 
using alcohol or drugs I will be required to take a brc:athalyzer/drug test. Any positive re^u.ts w... - . \ 

stay here, l/we will refrain from any type of illegal activity incinding domestic abuse. . zi • a- - 

A3USE IS PERMITTED, l/we will not brirtg weapons of any kind, including legally registered hunting terns, oh , * 

premises._ 
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OUR PE Pf gNAL BELONGING 

Grace Place is not responsible for any lost or stolen items. All luggage and belongings will be searched prior to 
being assigned a room and doing.your intake. ALL clothing must go through the dryers before taken t-o your room. 
I/we will not bring any belongings other than clothing and pei sonal health care items on the premises. Uo TV's, 

DVD players, computers or games are allowed in the shelter, i/we will get permission from the GP Case Manager 
before bringing any othentems. Space is very limited therefore only 2 pieces of luggage is allowed at GP. GP is not 
able to store £ny extra items. 

Upon leaving GP l/we will take all personal belongings with me, items will be discarded after 7 days, l/we will dean 
the room when we leave. The room is to look exactly like it did when I moved in. If items are missing when i leave 
the cost of that item will be deducted from my savings.- 

DAMAGE TO GRACE PLACE PROPERTY 

l/we will be held financially responsible for any damage of property through either my actions, or those of my 
fanHy members, beyond normal wear and tear, l/we will treat all property of Grace Place as if they were my own 


CAMPLES AND SMOKING 

l/we understand that l/we cannot burn candles or incense, l/we agree that tnere is no smoking inside oftineiw 
or the front of the building. Smoking is only allowed in the backyard and the gazebo, > r ' ! - -. C-6 ' 

chewing tobacco._ 



LA UNDRY, CURFEW. MED ROOM HOURS. sMD RO OM if 


INSPECTION 


Kitchen hours are bam to 8arn, 11am to 1pm, and 5pm to 7pm. The only exception is special dietary need* with 
~ 3se rn2na = er approval or if working, l/we cannot leave the kitchen while in the process of cooking and tha* food 
should be eaten at the dining room tables only. There is no eating of food or drinking of beverages, except water, 
in sn V rooms except the dining room. For safety reasons NO children are allowed in the kitchen. Laundry facilities 
are available for all residents use. Laundry hours are 9am to Ham, 3pm to 5pm and 7pm to 9pm. Rooms with even 
numbers are Saturday, Monday, and Wednesday. Rooms with off numbers are Sunday, Tuesday and Thursday. 
Fridays are open during laundry hours. CURFEW-residents must return to Grace Place before 10pm on Weeknights 
(Sunday through Thursday) and 11pm on weekends (Friday &. Saturday). Doors are locked at 11pm nightly and no 
one will be allowed outside for any reason except to go to work or a medical emergency. Leaving the building after 
11pm will be grounds for termination. All residents are to be out of bed by Sam. IVIED ROOM hours are 7:30am to 
8:30cm, 12 noon to 1pm, and 9pm to 10pm. As needed meds can be gotten anytime. ROOM IWSPECTIOW-rooms 
are expected to be kept clean daily, there will be a weekly room inspection to ensure this is being done._ 


Chores 

!/we will be held responsible for any chores or duties as assigned by GP staff and agree to follow the cleaning 
schedules daily. Cleaning supplies must be returned to proper place, l/we will ensure that the house is kept neat 
and clean by picking up after my children and myself. All chores are to be done by 9pm and marked off and signed 

by staff._ 


EMPLOYMENT 

Wb,;« looking for work i/we will turn in, to my Case Manager, my weekly list of job searches. Any 

8 >.d will be required to do 20 hours of community service weekly untilajob is obtained. (Sees.a., .o k- - —- 


your community service work.) 
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TRANSPORTATION 


K'ew Richmond has a local taxi service; phone 71S--2A6-2.7.26, you must pay for this service yourself. Taxi requests 
you give 48 hour advance notice for service._ 

i 

MEALS AND MANDATORY MEETINGS * 

Dinner meals are served Monday through Friday around 5:30prn and are absolutely MANDATORY, only exception 
is if you are working. A dinner calender is posted in the kitchen each month. Food that has been purchased or 
donated for the house is for all residents and as such should not be claimed by any one individual. For safety 
reasons all food going into the fridge needs to be dated before putting it away. MEETINGS: l/we will attend weekly 
resident meetings and any other programs deemed required by the Case Manager. These meeting-.areheld every 
Sunday and are mandatory unless you are working. The chore list and work schedule will be passed around at this 
time for all residents to complete. All residents must attend and participate in programs deemed necessary cy - - 
Case Manager. This included, but is not limited to, a 12 step program (such as AA or NA), budgeting ^ses 
arenting classes, etc. Failure to comply with mandatory participation will result in your termination from Grace 

lace._ 


VISUA10RS 

bY the Case Manager Visitors must rlT" ,housel ' lold members may enter GP without being approved in advance 
Vour visitor must leave Vn • » * chtck m w,t >' strand be listed mi your visitors 1 form. If staff is not present 
bedrooms r; 3 maXimUm ° f 2 h0UrS da,;v and Wi " - ba * - 


/ e will meet wuh my/our Case Manager weekly to create and follow through on goals to accomplish during my 
stay iieie. Failure to follow through with this self-sufficiency plan will result in my termination from Grace Place. 


INCOME 

!/we agree to have at least 75% of all income kept in the safe so l may have enough money to move into my own 
home when my stay here is through. I will provide a copy of all my paycheck stubs. The other 25% is my own 
spending money to purchase items that Grace Place does not supply._ 

MISC. 

l/we understand that lights, and appliances, are.to be.tur.ned OFF when notin-use. Grace Place-staff reserves the 
right tc do random room and vehicle searches as well as searches of electronic records (including cell phone text 
and call histories). All rooms will be inspected weekly. My family’s stay here is limited to 30 days for residents of St 
Croix/Rierce/Pylk Counties and 7 days for nonresidents, I understand that under special circumstances l may be 
eligible for a 15 day extension granted by my Case Manager, this request must be in writing. I will not return to GP 
after my termination without specific and prior approval from the Shelter Manager._ 

I understand that 1 can have services terminated immediately for iaiiure to comply with these rules. 


(Resident signature) 
(kcsident signature) 


(Date) 


(Date) 
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